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About Contract Price Adjustment: 

When contracts are renewed and/or modified, there are times when original line item base 

prices need to be adjusted (up or down). Cardinal provides users with the role of Contract 

Administrator the ability to change prices based on effective dating. The base price is always 

the prime number to be used for any adjustment and future adjustment.    

 

1 Navigate to Main Menu > Procurement Contracts > Add/Update Contracts. 

 

2 Click the Find an Existing Value Tab 

3 Enter the Contract ID and click Search. 

4 Select (click) the contract hyperlink.  

 

5 Click on New Version button. 
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6 Enter a Change Reason from the Drop Down and enter related comments.  

7 Click OK. 

 

 

8 A New contract Version is displayed in a Draft status.  

9 Click on the Line Details icon for the line(s) that you wish to change. 
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10 Click on the Expand All hyperlink.  

 

 

11 View and note the Base Price for the Line item and then click OK to return to the main page. 
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12 Click the Price Adjustment icon (looks like a price tag). 

 

 

13 Today’s Effective Date and adjusted price are displayed. Note: In this case, the base price is the 

current (adjusted) price since no changes have yet been made.   
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14 Enter the desired Effective Date. 

15 Enter Vendor Loc (MAIN) 

16 Check Match UOM 

17 Adjustment Detail opens for selection of Percentage or Amount. 

 

 

18 In this case, Percentage is selected and a percent value is entered. Note: Adjusted Price 

automatically changes per selection values.  

 

Or 
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19  In this case, Amount is selected. Enter the desired quantity of change to the base price. Note: 

Adjusted Price automatically changes per selection values.  

20 Click OK. 

 

 

 

21 Contract Header page is displayed and shows a change in the price adjustment icon.  
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22 Change contract Status to Approved.  

23 Message is displayed as shown. Click OK.  
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24 Click Save.  

 

 

25 Contract Version is updated (Approved) and this version Status changes to Current.  

 

 

Making Another Price Adjustment:   

 

26 Repeat Steps 1 through 5. 

 

27 Enter Reason Code and click OK. 
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28 A New contract Version is displayed in a Draft status.  

29 Click on the Price Adjustment icon for the line that you wish to change again. 

 

 

30 The previous price adjustments page is displayed.  

31 In the Price Adjustments, click on the + sign to add another adjustment.  
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32 The new Price Adjustment page (1 of 2) is displayed. Enter the new Effective Date, Vendor Loc and 

check the Match UOM box.  

33 Select the adjustment method Amount only. Note: the original base price is shown. You will need to 

calculate the amount to be added or subtracted from the base price to meet the actual price for the 

new effective date displayed.   

 

 

34 Enter the amount (value) of the difference between the base price and the price on the Effective 

Date. Note: in this case, the new effective date price is $29.93. $1.60 is the amount to be added to 

the base price.  

35 Click OK.  
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36 The Contract Entry page is displayed. 

37 Click the Status dropdown.  

 

 

38 Select the Status of Approved. 

39 Click OK. 
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40 Click Save.  

 

 

41 Contract Version is updated and the Status is Current.  


